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UNITED STATES SENATE, 
COMMITTEE ON APPROPRIATIONS, 
May 7, 1954 
Hon. Sty_es BrIpGEs, 
Chairman, 
United States Senate, Washington, D. C 


Dear Mr. Cnarrman: I am attaching hereto a report compiled i 
accordance with your directions by the Investigations Division on the 
subject of Feders al Government records. The information contained 
herein was secured from the files of this office, and from staff investiga- 
tive activity. 

The report describes the staggering volume of 25 million cubic feet 
of records now in existence in the Federal Government and the pros- 
pects if corrective action is not taken soon. The problem presented 
is not only one of managing this great accumulation of records, but of 
the easy creation of records, much of it unnecessary and wasteful 
Still another costly phase of the records problem is the creation of 
reports by Government agencies and departments, a phase lending 
itself to large savings through the elimination of much duplication of 
effort and paperwork 

Your attention is particularly directed to the recent experience of 
the Post Office Department, as related on page 11 of the report, 
where much economy has been effected through an objective study of 
both the creation and management of records by a disinterested group 
of specialists. Your further attention is directed to 

The estimated cost of $4 billion annually necessary to 
maintain this mountain of records. 

(2) The fact that efforts to date have served only to decrease 
the rate of accumulation. 

(3) The desirability of a survey by competent and disinterested 
persons. 

(4) The great savings possible from such a survey. According 
to our estimate from facts available, this may reach $850 million 
to $950 million. Some estimates reach as high as $1 billion and 
higher. 

(5) The fact that savings accomplished through this means 
will be immediately effective rather than brought about at some 
distant future date. 

While it will be necessary, of course, to safeguard the documents 
of historical or permanent-records value, there is every indication 
that great economies can be brought about by the disposal of useless 
records and by the installation of a system whereby (1) useless 
records are not created, (2) records having only a temporary value 
are destroyed upon termination of their value, and (3) records having 
permanent value, but not actively in use, can be maintained in 
inexpensive quarters. 

There is every indication that money spent on such a project will 
be money well spent. 

With every good wish, I am, 

Very truly yours, 

Paut E. Kamerick, 
Chief, Investigations. 
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CREATION AND MANAGEMENT OF UNITED 
STATES GOVERNMENT RECORDS 





This report is presented by the Investigations Division to demon- 
strate the urgent need for immediate reme sdial action toward solution 
of the complex and costly Federal records management problems. 


INTRODUCTION 


The problem of records management in the Federal Government is 
one which has reached immense proportions over the years. The 
annual records management cost to the United States Government 
now is approximated at $4 billion. Through uneconomic practices 
in the creation, maintenance, and disposal of Federal records, the 
volume now threatens to become so cumbersome and expensive as to 
make beneficial use difficult. 

The problem is one which cannot be approached with generaliza- 
tions, but rather must be solved through a composite study of indi- 
vidual projects and methods of records management throughout the 
governmental structure. It is not an area, unfortunately, conducive 
to a pilot study of a small segment, thereafter enlarging the findings 
into general conclusions. It is a field in which the problems are 
peculiar to a particular portion of the program, and one incapable of 
mass solution, since the functions and problems of various Govern- 
ment agencies vary widely. 

The enormity of the problem can be illustrated by the fact that 
Government agencies generally consider 31 percent of their records 
as permanent, or at least without definite disposal dates; private 
firms usually figure about 10 percent of their records as permanent. 
Unless this percentage can be reduced, it will mean that permanent 
quarters will have to be found in the next few years for 7 million 
cubic feet of records, enough to fill seven additional buildings as large 
as the National Archives. As the situation now stands, the quantity 
of Federal records is continuously growing, increasing in 1953 from 
24 million cubic feet to 25.2 million, the equivalent of 7% Pentagon 
buildings full of records. 

The civilian agencies managed in 1953 to destroy about as many old 
records as they created; that is, about 1.4 million cubic feet were 
destroyed while an equal amount was being created. The Depart- 
ment of Defense created about 2.8 million cubic feet of records and 
destroyed only about 1.6 million. But, taking the Government as a 
whole, and all agencies, military as well as civilian, in the fiscal year 
1953, the number of records that were either retired to a center or 
destroyed not quite equaled the quantity of new records created; that 
is, about 4.2 million cubic feet of records were created and about 4.1 
million cubic feet were either destroyed or retired to records centers. 
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The very size of the United States Government itself, and the 
variety of its operations, makes the problem an enormous one. With- 
out an orderly system of records management it will be quite impos- 
sible to put an end to cases such as one which arose last year in the 
files of the Department of Defense. ‘Thousands of used laundry slips 
which had been utilized by WAVE personnel in the last war, turned 
up in the files, and were destroyed through legislative action only 
after having occupied file space for more than 5 years. To put an 
a to situations such as this, and to avoid the impending crisis in 
the keeping of Government records, it is indicated that a survey be 
made by a qualified group, which survey should undertake solution 
of the myriad problems arising within the various areas of records 
management. 

rHE PROBLEM 


The overall problem of records management is ag cravated | DY the 
lack of centralization of control. A good part of the Government 
records are administered by the General Services Administration, 
which has attempted to synchronize the management of records under 
iis jurisdiction by the establishment of records centers and deposi- 
tories, This affects retired records only—i. e., those not needed by 
the agencies for day-to-day operations. 

At the end of fiscal vear 1953, GSA had in operation 9 Federal 
records centers and 2 depositories, which facilities held 1,881,000 cubie 
feet By the end of fiscal year 1955, it is expected that 2% million 
cubic feet of records will be accommodated, 

The principal agencies that are not using the centers are the Depart- 
ment of Defense, which has its own centers administering about 
2,800,000 cubic feet of records, just slightly more than the GSA 
capacity; the General Accounting Office, which is a great records 
producing agency, having about 1,400,000 cubic feet of records in its 
centers; the Selective Service system, with its own system of records 
depots holding about 275,000 cubie feet of records; and the Veterans’ 
Administration, whose records center at Columbus, Ohio, houses 
about 185,000 cubic feet of records. 

It is expected that an outside survey would examine the possibility 
of economies to be effected through the inclusion of the above agencies 
under a centralized records-control jurisdiction, and would undertake 
to revamp and simplify the venti iiceneiion procedures of various 
Government departments which have been described as particularly 
backward in proper records management. Several agencies are listed 
below as a suggested starting place for any survey to be undertaken: 
The Veterans’ Administration, the Securities Exchange Commission, 
the Department of Health, Education, and Welfare, the Railroad 
Retirement Board (Chicago), the Bureau of Reclamation (Depart- 
ment of Interior), FOA and the Maritime Commission (Department 
of Commerce 

THE COST 


An estimate of the overall cost to the Government of records 
management is of necessity on a general basis. The best estimate, 
however, seems to be in the vicinity of $4 billion. The foregoing 
figure has been arrived at through two different means in collaboration 
with Mr. Herbert EK. Angel, Director of Records Management Divi- 
sion, National Archives and Records Service, GSA: 
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A. In the first method, the three branches of records management 
are analyzed individually, and then added to arrive at a total. That 
operation is as follows: 

Creation 

It costs $638.40 to create 1 cubic foot of records There is annually 
generated by the United States Government 4,200,000 cubic feet of 
records. Therefore, the cost of 
$2,.681,280,000. 


creation of those records is anni ally 


Mainte nance 

The Hoover report indicates that $29 is the cost of space and 
maintenance for a record cabinet. On this basis, space and main- 
tenance for 2 million record cabinets of active records is $58 million. 
To this figure is added space and maintenance for the equivalent of 
| million cabinets of inactive records at $14, vielding a total of $14 
million. Personnel required to maintain these records is approxi- 
mated at $925 million (250, 000 people at an average salary of $3,700 
per vear). ‘This establishes a grand total of $997 million for the main- 
tenance of records. This figure probably is a little higher when there 
is added to it the cost of space and supplies used by the personnel 
referred to above 
Disposal 

The estimated figure for disposal of records is approximately $30 
million in total, of which something over $20 million is for salaries of 
personnel involved in this operation. ‘This operation, as can be 
easily seen, is by far the least expensive part of overall records manage- 
ment, 

Total 

The sum of the above categories is $3.708.280.000, plus the cost of 
space and supplies used by the personnel as referred to above. 

B. The second means of arriving at an overall figure is by working 
with figures submitted by the various civilian agencies plus a fair 
estimate of figures with regard to the military agencies. Based on 
365,000 out of 900,000 workers, the results are as follows: 

365,000 employees at an average annual salary of $3,700 $1, 354, 000, 000 

Use of 3 million cabinets (or equivalent) at $50 each 150, 000, 000 

18 million square feet of space (6 feet per cabinet, but some think 
should be 7) at $2.38 per foot 

Supplies at S50 per person 

Equipment, other than cabinets, at $700 to $800 per person 
(desks, chairs, rugs, tables, IBM equipment, computing 


2, 000, 000 
8, 000, 000 


machines, ete. 1 975, 000, 000 
Total 1, 839, 000, 000 

Supervision and mail handling, transportation, postage, etc., at 
approximately 10 percent 161, 000, 000 
Total 2, 000, 000, 000 

Military operations account for more than one-half of paper 
creation and cost is at least equivalent to civilian creation 2, 000, 000, 000 
yi: | ore a , 4, 000, 000, 000 


1 Estimated. 


The fact that the two methods of computation coincide almost 
exactly (only 7 percent differential) is indicative that the $4 billion 
figure is about as accurate an estimate obtainable without a survey, 
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It has been illustrated by an outside survey of Government micro- 
filming, that microfilming is not useful except for permanent records 
so far as space savings are concerned. On a strictly cost’ basis as 
™ tween the use of records centers for records that have to be kept for 

arying periods of time up to 50 or 40 years, they can be held and 
administered more cheaply in a records center than by microfilming 
them. The expense of microfilming is considerably greater than 
keeping those records in the centers where the space and equipment 
are inexpensive, unless the records are to be maintained for more than 
the above period. ; 

An outside survey is indicated in the field of records management 
in general, as well as in the field of microfilming, since both fields are 
rather controversial in nature, and any internal survey is apt to be 
unduly influenced by conflicts of interest, and clouded by years of 
established routine. 

Results of surveys by GSA in fiscal year 1953 began to manifest 
themselves with the transfer to Federal records centers during the 
year of about 300,000 cubic feet of records from agencies that have 
been surveyed. At the same time, in the course of surveys conducted 
during the year, on-the-spot disposal resulted in destruction of more 
than 100,000 cubic feet of records. 

This problem has received legislative attention as far back as 1943 

The legislative procedure with regard to the disposal of Federal 
papers is to be found in the Records Disposal Act approved July 7, 
1943, as amended July 6, 1945 (57 Stat. 380-383; 59 Stat. 434). A 
copy of the act is attached as exhibit A. 

The procedure under the act is as follows: 

The agency desiring destruction of records notifies the National 
Archives of such desire. The Archives then prepares a list of the 
records to be disposed of and submits the list to the Joint Select Com- 
mittee of the Senate and House of Representatives, which committee 
has been appointed in compliance with the provision of the above- 
mentioned act. The present committee is composed of C. W. Bishop 
and Edward A. Garmatz, members on the part of the House, and 
Frank Carlson and Olin D. Johnson, members on the part of the 
Senate. The clerk of the committee checks the lists as submitted by 
the Archives and certifies the list to the committee members for their 
signatures. When the signatures have been obtained, the list is sent 
back to the Archives where it is photostated and returned to the com- 
mittee clerk. The committee clerk thereupon submits the list to the 
tally clerk of the House who assigns to it a report number. That 
number is then dispatched to the Archives and to the Senate where it 
is noted in the Senate records. The Archives officers next send notifi- 
cation to the requesting agency, citing the authority and the report 
number and authorizing disposal of the requested papers. The dis- 
posal thereof is thereupon entered into the records of both House and 
Senate. A sample House report, as described herein, is attached as 
exhibit B. 

The problem has been further examined in 1949 by the (Hoover) 
Commission on Organization of the Executive Branch of the Govern- 
ment. 

In its Task Force Report on Records Management (appendix C), 
the Commission cited the following objectives and general recom- 
mendations: 
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I. OBJECTIVES 


tecordmaking and recordkeeping in the Federal Government represent (1 
indispensable tools in the conduct of the Government’s operation, (2) the greatest 
consumer of salaries, space and equipment of all the housekeeping activities of 


the Federal Government, (3) the sum of the recorded obligations of the Federal 
Government at home and abroad, (4) an invaluable store of hard-earned experience 
recorded in our national effort to sustain a system of democracy and private 
enterprise 

The objectives of this report with recommendations are balanced accordingly: 
(1) to sharpen the efficiency of these management tools, (2) to eliminate excessive 
costs in salaries, space and equipment, (3) to safeguard the essential records of 
our obligations, (4) to capitalize on our invaluable store of recorded experience 


Il. GENERAL RECOMMENDATIONS 


A. That a Federal records administration be established and that the existing 
National Archives establishment become an integral part. thereof 

B. That a law be cited as the ‘Federal Records Management Act of 1949” 
be enacted to provide for the creation, preservation, management and disposal 
of records of the United States Government 

C. That a minimum program for records management be required in each 
department and agency of the United States Government 


As a result of the Hoover Commission survey, as well as of the 
obvious need for records management procedures, there was passed 
in 1949 the Federal Property and Administrative Services Act of 1949. 

The policy of the act is set forth in section 2 as follows: 


It is the intent of the Congress in enacting this legislation to provide for the 
Government an economical and efficient system for (a) the procurement and 
supply of personal property and nonpersonal services, including related functions 
such as contracting, inspection, storage, issue, specifications, property identifica- 
tion and classification, transportation and traffic management, management of 
publie utilities services, repairing and converting, establishment of inventory 
levels, establishment of forms and procedures, and representation before Federal 
and State regulatory bodies; (b) the utilization of available property; (c) the 
disposal of surplus property; (d) records management 

Title I, section 104, of the act sets forth a summary of the records 
management provisions: 


The National Archives establishment and its funetions, records, property, 
personnel, obligations, and commitments are hereby transferred to the General 
Services Administration. There are transferred to the Administrator (1) The 
functions of the Archivist of the United States, except that the Archivist shall 
continue to be a member or chairman, as the case may be, of the bodies referred 
to in subsection (d) of this section, and (2) the functions of the Director of the 
Division of the Federal Register of the National Archives establishment. The 
Archivist of the United States shall hereafter be appointed by the Administrator. 

(b) There are also transferred to the General Services Administration the 
following bodies together with their respective functions and such funds as are 
derived from Federal sources: (1) The National Archives Council and the 
National Historical Publications Commission, established by the Act of June 
19, 1934 (48 Stat. 1122); (2) the National Archives Trust Fund Board, established 
by the act of July 4, 1941 (55 Stat. 581); (3) the Board of Trustees of the Franklin 
D. Roosevelt Library, established by the joint resolution of July 18, 1939 (53 
Stat. 1062); and (4) the Administrative Committee, established by section 6 of 
the act of July 26, 1935 (49 Stat. 501), which shall hereafter be known as the 
Administrative Committee of the Federal Register. The authority of the 
Administrator under section 106 hereof shall not extend to the bodies or functions 
effected by this subsection. 

(ec) The Administrator is authorized (1) to make surveys of Government 
records and records management and disposal practices and obtain reports 
thereon from Federal agencies; (2) to promote, in cooperation with the executive 
agencies, improved records management practices and controls in such agencies, 
including the central storage or disposition of records not needed by such agencies 
for their current use; and (3) to report to the Congress and the Director of the 
Bureau of the Budget from time to time the results of such activities. 
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The substantive provisions for the amalgamation and control 
the governmental records are set forth in title V of the act. This title 
is attached as exhibit C, and is known as the Federal Records Act of 
L950. 

As can be seen from the act, the Administrator of General Services 
is vested with staff responsibility for coordinating and improving 
standards, procedures, and te Hhniqu es with respect to all three areas 
of records management in the Federal Government: (1) The creation 
of records; (2) the maintenance of current records; and (3) the retire- 
ment and disposal of records when no longer needed for current 
operations. In each area, the Administrator is — to develop 


improved practices and promote their adoption by all Federal agen- 
cies. He ae to establish standards for Scant Federal 
agencies in determining the classes and types of records that should 


be catend and those that should be disposed of; and he must assist 
agencies in the application of such standards. To the Administrator 
also goes responsibility for assisting agency heads in protecting the 
records of their agencies against unauthorized physical damage or 
removal. He is given power to inspect or survey each ageney, in 
person or by a deputy, enabling him to obtain first-hand information 
concerning records management problems and programs. As can be 
further noted from the act, the Administrator has authority to estab- 
lish, maintain, and operate records centers for the storage, processing, 
and servicing of records of Federal agencies. ‘The economies made 
possible through the establishment of records centers have been amply 
proved by the experience of the Government agencies during the last 
few vears. The need for centralized facilities was emphasized by the 
Hoover) Commission on Organization of the Executive Branch of the 
Government, and in this respect the instant act carries out the Com- 
mission’s recommendations. 

The central staff responsibility for records management placed with 
the Administrator by title V makes it entirely logical that, except to 
the extent otherwise provided by law, authority to issue regulations 
governing the interagency transfer of records should also be vested 
in the Administrator 

In carrying out his functions under the act, the Administrator of 
General Services is closely assisted by the Archivist of the United 
States and by the Director of the Records Management Division, 
National Archives and Records Service, GSA. However, in the 
annual report on the National Archives and Records Service by the 
Administrator of General Services for fiscal vear 1953, it is recom- 
mended that “a more careful evaluation of the so-called permanent 
records would be profitable and should be undertaken as soon as 
possible.”” There is no evidence that substantial action ever has 
been taken on this recommendation. 

The functions of the Records Management Division of the National 
Archives and Records Service are set forth in the United States 
Government Organization Manual, as follows: 

This Division is responsible for surveying records management and disposal 
practices of Federal agencies and obtaining reports thereon; for developing 
standards and methods for efficient records management and promoting their 
adoption by Federal agencies; for the management of central records centers 
established by GSA to serve as economical storage depositories for retired records 
of Federal agencies; and for compiling agency reports of records management 


activities for submission'through the Administrator to the Bureau of the Budget 
and the Congress 
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FUTURE ACTION 


While there has been some governmental activity toward solution 
the records problem, a more vigorous approach seems necessary 
As a possible guide to the solution of the records problem on a 
Federal level, there is presented herein, examples of what has been 
done along those lines on the State level. Two States, Maryland 
and Virginia, are singled out for this report as examples of successful 
attempts toward solution of State records management problems 


of 


The State of Maryland has undertaken to effectuate a streamlining 
his 


of its records manavcement procedures. In order to accomplish 
end, the State provided appropriate legislation as follows: 


Senate bill 441 


AN A I ect } A ( Mf 
nor—Executiv 1A H ( 
n lien ther new k 
t a t 
management of 1 f fit l 
du ft Hal R ( i 
make re u 1 ) 


Sect on 156 of article 1] of the Ant otated Code of \I urviland LOD « litix 


tith: ““Governor—Executive and Administrative Department ibtitle ‘‘Hall of 
tecords Commission,” be and it i ereby repealed, and that a new sect 
he nown as section 156 of sai article be and it ere! enacted I eu thereof 
and all to read as follow 
$156 

(a) It shall be the duty of each State agency to develop a continuing progral 
for the economical and efficient management of its records, includit the estat 
lishment and/or revision of record retentior chedule order to 1 e pro! t 
and orderly di posal of records not required by the operation of t! ag 
Prior to becoming operative all such retentio edu must rece the a 
proval of the Hall of Recerds Commission, but schedules providing for the 
struction of records must also receive the writter approval of the Board of P 
W orl 

“(b) It shall be the duty of the Hall of Records Con ssion to further the 
aforesaid program; to inspect the records and records Management practices of 
all State agencies, boards and commissions; to review proposals for the purchase 
or rental of record equipment torage space al 1 services, including the micro- 
filming and pl otocopving of records. and to make recommendations thereon to 
the Department of Budget and Procurement or to the Board of Public Wor 


as appropriate 
‘Sec. 2 And be it further enacted, That this Act shall take effect Ju 1, 1953,’ 


Approved April 11 1953 

The State decided that an outside survey was necessary to accom- 
plish the desired end. The story 1s best told in the 18th Annual 
Report of the Archivist of the State Hall of Records as follows: 


SURVEY OF STATE RECORDS 


Up to 1941 there was no general supervision over the records-management 


practices employed by the various State and county agencies The reeords of a 
few agencies were controlled by statute: opinions of the Attorney General governed 
others, but for the most part, records problems were left to the custodian to solve 
The creation of the hall of records commission (ch. 18, Acts of 1935) and the con- 
struction of an archives building were beneficial insofar as the older records were 
concerned but. had little effect on the care of modern records 

A permissive law was enacted in 1941 (ch. 825, Acts of 1941) which provided 
that records no longer necessary to the operations of an agency could be offered 
to the hall of reeords commission for deposit If the commission decided that the 
records were of no archival value, they were refused for deposit and the agency 
could then apply to the board of public works for permission to destroy them 
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Legislation passed in 1945 (ch. 248, Acts of 1945) required that all records 
created prior to April 28, 1788, be deposited in the hall of records. An act of 
1949 (ch. 518, Aets of 1949 require d that microfilming done for the purpose of 


destroying the original records must meet standards established by the hall of 
records commission. <A law (ch. 755, Acts of 1949) of the same year provided a 
mea of establishing reeords-disposal schedules, and it also defined certain 
cat ries as nonrecord in nature and, therefore, subject to disposal by the record 
custodian Working under these laws, the Archivist succeeded in assisting many 
agencies toward a solution of their records problems At the same time, however, 


it was realized that the problems of proper records control were increasing rathet 
than diminishing 
At this point, as reeords problems were approaching an acute stage, it was 
proposed to Governor Lane that a survey be made of all State records. Although 
Governor Lane favored the proposal, he left it to his successor in office to make 
al decision It was, therefore, Governor Meckeldin who requested the 
eral assembly to appropriate 548,000 for the survey (mise¢ llaneous appro- 
ations No. 2, item 45, 1953 budget 
The contract between the State, represented by the board of public works, 
and Records Engineering, Inc., was signed or April 28, 1952 Work on the 
y began immediately 
Governor MeKeldin appointed a ‘Special commission on records management” 

















to maintain liaison between the State and Records Engineering, Inc. The com- 
nm members ‘were: Joseph O’C. MeCusker, chief deputy comptroller and 
secretary to the board of publie works, James G ‘ector of the depart- 
ment of budget and procurement, Michael J. Potthas nt State auditor, 
and Morris L. Radoff, archivist, chairma 
TI irvey of records and recordkeep pra tate government 
whic va arted by Reeords Engineerit lur ter of fiscal vear 
1952, was completed in January 1953. On March 2, 1953, the Governor’s special 
comn found that the terms of the contract had been met and recommended 
that the contractor be paid in full and released from any further obligation to 
the State Reeords Engineerir n March 9, 1953, was notified that the contract 
had | n col! plet d 
Che irvev, which was conducted under the direction of Irving Zitmore, 
ral manager, Records Engineer , Inc., and Albert Re feld, field super- 
visor, covered 98 different State and county agencies and was presented in 35 
parate reports I idditio Seve r repo were prepared consisting of 
a mmary report and specialized reports on records-management practices 
Dur the course of tl survey, orientation conferences were ld within the 
\ f i studied so tha ney personnel were acquained with the purposes 
of the analvsis as well as the methods used and the results desired Following 
conferences, the first step in the prepara f the report was an inventory of 
the principal files and records of the ageney Employees were then interviewed 
ya rtain the use made of the individual records Drafts of the reports wer 
ibmitted, with a request for comments, to 1 agency heads, the commission 
und Robert M Thoma a stant attorney general, assigned as legal 
( unt to the con issior All agenci surveyed received final copies of the 
7 
The Gover or’ sp cial COMMISSION At Its March meeting proposed, subject to 
approval of the Governor and the hall of records commission, that the hall of 
records nission assume the administration of the State records management 
pro Ll The Governor's special commission, with the assistanee of Reeords 
Mngineerir Ine., drafted appropriate legislation. On March 19, 1953, Senators 





Della and Kimble introduced the bills in the general assembly which on passage 
became chapters 436 and 437 of the Acts of 1953 and which are reprinted under 
s of Assembly”’ in this report 

The responsibilities of the hall of reeords commission under these acts required 
an inerease in staff, and accordingly, an additional appropriation of $11,942 was 
asked for. This amount was included in the Governor’s supplemental budget 
and was granted by the general assembly, April 1, 1953 

The records management division of the hall of records commission came into 
being on July 1, 1958. While the survey prepared by Records Engineering, Inc., 
afforded an excellent base for the beginning of such a program, there is much 


work that must be accomplished before it can become fullv effective It is too 
} 
he 








on to know yw much money can be saved but there is every reason to believe 
that, with the cooperation of the agencies, the total will be large It is interesting 


to note that Records Engineering, Inc., estimated in their summary report that 
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the accumulation of records inventoried at the time of the survey can be reduced 
from 25,000 to 12,500 linear feet, and that the net annual increment can he re- 
duced from 1,750 to 250 linear feet. J. Millard Tawes, com; 
generalized the results of the survev cogently when he s 

‘For the first time in Maryland history we have a com] inventory of records 
held by the State, their volume, how fa t thev accumulate and t} elr value, need 
and use from a legal, archival, and business standpoint This information to- 
gether with the retirement schedules which have been carefully worked out with 
legal spproval, will be of utmost value in making operations of all State agencies 
more efficient and economical.”’ ‘ 


troller of the treasury, 
j 


t 
iid for the press 
lot 
IeLE 


An interview with the State archivist, Dr. Morris L. Radoff, elicited 
the information that the State was well satisfied with the results of 
the outside survey and now is taking steps to effectuate the pro- 
cedures. 

Members of the Maryland government staff under Dr. Radoff esti- 
mated that since the survey, the State has been able to destroy 40 or 
50 tons, or 3,000 cubic feet of material, out of several hundreds of 
tons based on initial inventories, or approximately 17,000 cubic feet 
as a direct result of the survey, and is making great strides in further- 
ing this record in conformance with survey recommendations. 

Attached are some forms used by the Maryland rovernment in its 
‘esult of the survey. Exhibit D 
is a form letter sent to all State agencies informing them of the ree- 
ls management program and individual agency responsibility 
thereunder. 

Exhibit E is a form to be submitted by the State agency to the 
archivist requesting disposition of records described therein. The 
form then is kept as a permanent les riptive record of papers 
destroyed. 

Exhibit F is a certificate which states that certain records have 


been destroved. The certificate merely lists the records and refer- 


records management program as 


ort 





ences to descriptive material contained in a form such as exhibit E. 

Exhibit G is a form used by the archivists in analyzing agency rec- 
ords in an attempt to aid the agency in setting up and managing its 
own records and in establishing a schedule of disposal for them. 

The Commonwealth of Virginia also engaged an outside organiza- 
tion to undertake the survey and reorganization of State records 
management. In 1949 they undertook a records survey of all State 
agencies, institutions, and departments 

The initial benefits to the State from the survey included destruction 


of 25 vears’ accumulation ol records at an estimated Saving im space 


and equipment of $150,000 and a conservative estimate of savings 
to the Commonwealth is approximately $50,000 per year 

Former Gov. William M. Tuck, of Virginia, now a Member of 
Congress from that State, was the official who instituted the outside 
survey in Virginia. In his words, the survey resulted in a “‘very large 
savings of public funds.” Furthermore, as a result of his experience 
on a State level, he has made the following observation: 


In view of the tons of Federal recor ls, involving millions ¢« f cubic feet of floor- 
space for their storage and the public funds necessary to be expended, it would 
seem to me that much savings could be accomplished and I would strongly recom- 


mend that provision be made for a stu ly of this subject 
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PRIVATE INDUSTRY 


The results of large private industries’ efforts to solve the problem 
of records management show promise of good results on the Federal 
Government level. 

Radio Corporation of America, Inc., as a result of a highly satisfac- 
torv outside survey conducted for Montgomery Ward, Ine., con- 
tracted . 

It is indicated that RCA was extremely successful with its survey, 
which resulted in the destruction of some 25 to 30 tons of records and 


with an outside organization to survey the records of RCA. 


the saving of many thousands of square feet of space. 
The outside firm was able to change antiquated company policies 


of records n anagement by pointing out more satisfactory methods 
employed by other companies of cor parable size. For example, the 
survey cut down the time for retaining certain employment records 
from 21 vears to 2 years. This resulted in release of much filing 


equipment, space, and administrative cost. 

RCA officials felt that an outside group had no personal feelings 
about the re — under consideration and thus would be able to exer- 
CIS CO 
thereof 

When the project was under consideration, the survey organization 
was asked to submit an estimate of proposed time and expense to be 


nsiderably more objectivity of judgment im the destruction 


involved in the surve, It was then undertaken to keep the survey 
within the proscribed limits. 

Another example of the successful records-survey project in private 
industry is to be found in the one conducted for the B. F. Goodrich 


Co. of Akron, Ohi 


* oOmMmpany officials long’ were aware of the records-manage! 


nent 
prob! m but, until the outside surveyors took over, were unable to 
convince their various department officials that certain records should 
be retired or destrove | for economy purposes, 

When the outside surveyors completed the job, they were able 
show these officials on an objective basis that their records program 
was ineflicient and uneconomic. 

The survey Was successful from a financial Stal dpoint since if cost 
the company some $7,500 to $8,000 and has directly resulted in savings 
of some $60,000 annually since its completion, plus the elimination of 
several tons of re ords which took up valuable office and storace space 
and a great deal of administrative time and effort 


SURVEYS ON A FEDERAL GOVERNMENT LEVEL 


Outside records surveys on a Government level seem also to have 
shown eminently satisfactory results to date. 

As mentioned previously in the instant report, there has been an 
outside survey conducted on behalf of GSA in the field of Government 
microfilming activities 

As a result of that survey the agency now has a complete analytical 
report on all phases of Government microfilming, along with suggested 


solutions to all problems presenting themselves in this field. For 
example, the agency was shown that its microfilming equipment was 
operating at only 19 percent of capacity. Sugge stions were made for 


improvement of this situation. 


os 
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The survey referred to above became the subject of discussion in the 
hearings on the Independent Offices Appropriations for 1955 before a 
subcommittee of the Committee on Appropriations of the House of 
Representatives. In that hearing the results were described in the 
following exchange between Congressman Yates and Mr. Wayne ( 
Grover, Archivist of the United States: 

tecords Engineering, Inc., found that there are about 230 going projects in the 
Government. They examined several projects in detail, projects now in existence 
on which expenditures of around $800,000 are being made annually. They 
recommended the discontinuance of some of the microfilming, and changes in 
other projects, which amount to a saving of $400,000 on that $800,000 that is 
being expended right today. 


Mr. Yates. The summary in the survey itself, page 4, subparagraph (d 
states: 
“Savings estimated at $2, 100,000 in present operations were in view at the. time 


of the surve Vv and $6, 600.000 of proposed proje ets were found unac ceptable in the 
light of modern records-m anagement standards,” 


i 


Mr. Grover. As to the $6,600,000 of proposed projects, one of them was a 
proposal to microfilm X-ray, which is not feasible at all, and another one haa 
to do with the proposed microfilming of some securities of public debt service 
at Chicago. I think the reports_on those two projects killed them. I don’t 
think there is any more to worry about those 

The figure of $2.4 million represents a saving of 50 percent of the total expendi- 
tures the Government is making today on microfilming, which this firm found to 
be running at around $4,800,000. 

Another executive agency of Government, the Post Office Depart- 
ment, presently is takine steps to « ombat the records problem through 
use of a private records-survey organization 

The outside agency has been at work on the Post Office Depart 
ment files since March 1, 1954. The decision to hire an outsid 
agency to do the job was made because experience has shown that 
internal surveys rarely are successful. Personnel tend to form 
emotional attachments to records and regard them as a source ol 
personal security, thus are loathe to relinquish them for disposal 
An outside agency provides the only really objective approach to 
economy in records management, since such an agency has no personal 
relationship to the creation of the records and only is interested in 
finding moneysaving methods for the clien 

The survey undertaken in the Post Office Department, and which 
is being recommended in this report for other agencies, undertook to 
review not only practices relating to the filing of printed matter but 
what is probably at least as important, the practices in creation of 
records. In addition, there was considered the necessity for various 
‘ategories of agency reports. There appears to be a tendency in the 
executive branch of the Government when a temporary need is fille ; 
by the preparation of a report to have such a report prepared 1 

regular intervals even long after the use for such information is ende d 
A disinterested survey can eliminate such practices. 

Even with only a few weeks of operation and with the survey 
incomplete, the economies already effected are such that the cost 
of the survey represents only a fraction. These savings, in a great 
measure, can be duplicated every year. 

The value of this type operation is amply demonstrated by the 
itlowing letter which was sent to the chairman, Senator Styles 
Bridges, on this subject by Postmaster General Arthur E. Summerfield 


49682—54——3 
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OFFICE OF THE POSTMASTER GENERAL, 
Washington, D. C., July 12, 1954 


Hon; Sty.es BrRIpGEs, 
United States Senate. 

Dear Senator Bripces: This is in reply to an oral request from your office 
which we received on Saturday July 10, regarding our experience in dealing with 
the problem of records management. It is my understanding that you wish this 
information for your guidance in attacking the problem of records management 
throughout the Federal service 

On March 1, 1954, we instituted an aggressive program of eliminating our 
accumulations of unnecessary records and of undertaking procedural studies which 
would lead to the curtailment of unnecessary records creation for the future. We 
found it necessary to engage the services of an outside consultant in order to obtain 
outside objectivity. Apparently one of the most precious things for an office 
worker is his store of records. Consequently, someone with no emotional attach- 
ment for those records must make the independent evaluations which will lead to 
their removal 

We gave to Records Engineering, Inc., the task of assisting us in making sub- 
stantial accomplishments in curtailing records both for the immediate and for the 
future Also, we directed them to assist us in establishing a records management 
unit which will carry on this work on a ccntinuing basis as part of the Post Office 
Department organization. 

Although this firm has been on the job little more than 3 months, it has been 
able to remove from Washington headquarters alone an accumulation that would 
make over 100 piles, each as high as the Washington Monument. From our field 
installations they have also provided for the removal and disposal of additional 
personnel records that will add to the scrapheap another 32 stacks, each as high 
as the Washington Monument It would require 22 miles of filing space to house 
the departmental and field records so far scheduled for disposal or removal. 

The savings accomplished thus far may be identified in space, file cabinets, 
and personnel. In the departmental headquarters alone, 15,000 square feet has 
been rece tured which was formerly oecupied by old and useless records. In 

old Post Office Building across the street from us, we freed an additional 
16,000 square feet of floor space. At the Post Office Department record center 
at Asheville, N. C., we saved over 20,000 square feet of floor space by closing 
down the center through the destruction or removal of record holdings. 

The savings in filing equipment will be identified materially over a period of 
several years. For 1952 we impounded and did not spend $200,000 previously 
earmarked for the purchase of filing equipment. For fiscal year 1955 we had 
budgeted $325,000 for the purchase of filing equipment. This money is also 
now being impounded. The surplus filing equipment which will be made avail- 
able should provide a storehouse to take care of future requirements over a 
pe riod of years 

Identifiable savings will also be found in the elimination of personnel as a 
result of the elimination of the paper on which they had been working or the 
removal of the files they had been caring for. If we take our personnel record- 
keeping for example, we have eliminated the flow to Washington from field offices 
of over 1 million pieces of paper a year. We have had various estimates of the 
number of people which this should eliminate, and although I cannot give you a 
specific figure today, it will be substantial. The report of Records Engineering 
suggests the elimination of around 40 people on just this 1 activity. Similarly, 
in each of the surveys that are made the report includes the recapitulation of 
identifiable savings which can be made in space, filing equipment, and personnel. 
Simultaneously, the contractor is examining our paperwork practices throughout 
all of our operations. They are examining paperwork in the postal transportation 
service, in the procurement and supply, in accounting, in reporting, in postal 
savings, money orders, etc. Should you desire it, we will be glad to give you a 
subsequent report of accomplishments as our findings materialize and are trans- 
lated into action and savings. 

Our approach to records management through the medium of Reeords Engi- 
neering, Inc., is different from that of the orthodox records management programs 
which are sound in Government agencies We have not been content merely 
with cleaning out file drawers of existing accumulations. Nor have we been 
content with establishing or curteiling retention periods so that records may be 
on hand for a specifie period. Rather, we would like to avoid all of the costs 
which precede the filing of unnecessary paper. Accordingly, the approach we 
have used is to examine the work performed and ask ourselves whether the work 
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needs to be done at all, or whether it can be done more simply In this way we 
are able to go beyond the n cl ng « of f ral ts: re able to eliminate 
the creation of a lot of u ecessary paperwol The In lies the real opportunity 
for substantial savings. I an ire that the experienc ve are having in tl 
Post Office Department should be fully applicable throughout the Federal service 
It is for this reason that we ineluded in the contract of Records Engineering, Ine 


the responsibility for dealing with the problem ‘“‘records crea 
Last week representatives of the Bureau of the Budget called upon us also to 


inquire about our records management program and our experience with this 











particular consultant firm. These staff members wanted particularly to know 
what techniques were being used which could be extended to other areas of the 
Federal Government. Specifically, they were interested in the records creation 
aspect of the work 

We told them that in the first instance we insisted upon the assignment of a 
senior member of Records Engineering, Inc., to monitor the contract We had 
canvassed available consultants and obtained clientele appraisals While we 


found most satisfactory appraisals of Records Engineering, Ine., we also found 
that particular credit was given to the work of the vice president and general 
manager of the firm, Mr. Irving Zitmors Because of the immense problems we 
have here in the Department, we required that this project be under his personal 
supervision 

Mr. Zitmore agreed to assign to the project not ‘‘records analysts” as such, but 
broad-gaged procedures analysts who could make thorough procedural surveys 
and see the creation and use of records in their larger operating framework 
Then, we required—as we do with other consultants engaged by us—that the 
product of the contract not be an expensive report which might or might not be 
implemented. Instead, we required that the firm work with us in the actual 
implementation and follow through our approved recommendations. In many 
instances our operating officials put their recommendations into effect even before 
a formal report is filed. The final element in our working formula is executive 
follow through \ representative of our top management works with the con 
sultant in removing barriers and in achieving execution of approved recommenda- 
tions 

May I add that we assigned to this firm, also, the problem of formulating for us 
our records protection program to assure continuance of Post Office Department 
operations in case of war and following a war. They are well along on this project 
Their approach here parallels that which they have used on other studies. They 
immediately obliged each of our bureaus to canvass our operating assumptions in 
times of emergency and to review both our minimum operating requirements 
and our requirements for historical recordkeeping As you know, microfilming 
can be most expensive. This firm developed for us a very simple solution involv 
ing the use of existing Government facilities which will enable us to have the 
advantages of microfilm protection at least cost to the Government 

I am pleased that your attention should have been called to the work that we 
have been doing here at the Post Office Department. Should you desire any 
further information on this subject now or in the future, please do not hesitate 
to call upon us. 

Sincerely yours, 
ARTHUR FE. SUMMERFIELD, 
Postmaster General 











CONCLUSIONS 


There are at present more than 25 million cubic feet of Govern- 
ment records in existence. 

The annual cost to the United States Government of records 
management approximates $4 billion. Under present conditions this 
figure must necessarily increase. 

Unless some remedial action is taken with regard to records 
management in the near future, the problem will become almost 
incapable of solution. 

Indications are that the existing means of dealing with the 
growing problem are inadequate. 

5. It has been established through the experience of State govern- 
ments and private industry, as well as some agencies of the United 
States Government, that private records surveys are successful in 
drastically reducing costs of records management. 

It has been estimated that about 20 to 33 percent of the present 
cost of records management can be reduced by a records-management 
survey conducted for the United States Government as a whole. 
Based on this estimate it appears possible to save $850 million to 
$950 million. Some estimates reach as high as $1 billion and higher. 

An outside survey is preferable to an internal one for the reason 
that the subject is one requiring objectivity of judgment, which can 
only be exercised by a disinterested outside group whose main interest 
is savings on a dollar and cents basis, and whose trained personnel 
are free from departmental self-interest. 


i) 








RECOMMENDATIONS 


1. It is recommended that funds be made available to the Admin- 
istrator of General Services Administration to arrange for surveys of 
record procedures, to embrace creation of records, maintenance of 
records and disposal of records as well as the administrative pro- 
cedures utilized in these functions, these surveys also to include a 
study of the need for and the practices utilized in the Government 
reporting practices, particularly interagency reports. These surveys 
should eventually embrace all Government agencies, both civilian and 
military. ‘The surveys should be conducted by competent, non-Gov- 
ernment records management specialists. 

2. It is recommended that responsibility for this activity be vested 
in the Administrator of the General Services Administration. 

3. It is recommended that the Administrator of the General Serv- 
ices Administration be assisted by the Director of the Bureau of the 
Budget in implementing recommendations. 

4. It is recommended that copies of all reports, together with an 
estimate of the savings to be effected, be made available upon com- 
pletion of each survey to the Director of the Records Management 
Division, Archives and Records Service, the Director of the Bureau 
of the Budget, and to the Appropriations Committees of the Senate 
and the House of Representatives, as well as to the Government 
Operations Committees of the Senate and the House of Repre- 
sentatives. 

5. It is suggested that an exception be made in the case of the 
substantive files of investigative agencies having responsibilities under 
law for the detection of crime or subversive activity. 

6. In order that savings effected by means of these surveys not be 

dissipated, it is recommended that each agency be required to refund 
any such savings to the United States Treasury. 
7. It is recognized that surveys covering the vast and complex 
structure of government will require time to complete. However, 
it is recommended that immediate, continuous, and vigorous action 
be taken so as to assure the benefits of these surveys as soon as 
possible. 

8. It is recommended that in each case the services to be rendered 
by the records management specialists include recommendations 
which will hold additional accumulation of records to a minimum so 
that economies effected will apply into the future. 
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EXHIBITS 
Exuisit A 


Recorps DisposaL Act, Approvep Juuy 7, 1943, as AMENDED Juxy 6, 19452 
[57 Stat. 380-383; 59 Stat. 434] 
AN ACT To provide for the disposal of certain records of the United States Government 


Be it enacted by the Senate and Houge of Representatives of the United States of 
America in Congress assembled, That when used in this Act, the word “records” 
includes all books, papers, maps, photographs, or other documentary materials, 
regardless of physical form or characteristics, made or received by any agency of 
the United States Government in pursuance of Federal law or in connection with 
the transaction of public business and preserved or appropriate for preservation 
by that agency or its legitimate successor as evidence of the organization, func- 
tions, policies, decisions, procedures, operations, or other activities of the Gov- 
ernment or because of the informational value of data contained therein. Library 
and museum material made or acquired and preserved solely for reference or 
exhibition purposes, extra copies of documents preserved only for convenience 
of reference, and stocks of publications and of processed documents are not 
included within the definition of the word ‘‘records” as used in this Act. 

Sec. 2. The National Archives Council shall promulgate regulations, not incon- 
sistent with this Act, establishing (1) procedures for the compiling and submitting 
to the Archivist of the United States of lists and schedules of records proposed 
for disposal, (2) procedures for the disposal of records authorized for disposal, 
and (3) standards for the reproduction of records by photographie or micro- 
photographic processes with a view to the disposal of the original records. Such 
regulations, when approved by the President, shall be binding on all agencies of 
the United States Government. 

Sec. 3. The head of each agency of the United States Government shall sub- 
mit to the Archivist of the United States, in accordance with regulations promul- 
gated as provided in section 2 of this Act (1) lists of any records in the custody 
of the agency that have been photographed or microphotographed in accordance 
with the said regulations and that, as a consequence thereof, do not appear to 
have sufficient value to warrant their further preservation by the Government; 
(2) lists of any other records in the custody of the agency that are not needed by 
it in the transaction of its current business and that do not appear to have suffi- 
cient administrative, legal, research, or other value to warrant their further 
preservation by the Government; and (3) schedules proposing the disposal after 
the lapse of specified periods of time of records of a specified form or character 
that either have accumulated in the custody of the agency or that may accumu- 
late therein at any time after the submission of such schedules and that apparently 
will not after the lapse of the period specified have sufficient administrative, 
legal, research, or other value to warrant their further preservation by the 
Government. 

Sec. 4. The Archivist shall submit to Congress, at such times as he shall deem 
expedient, the lists or schedules submitted to him in accordance with the provisions 
of section 3 of this Act, or parts of such lists or schedules, and lists or schedules 
of any records in his legal custody, insofar as it shall appear to him that the records 
listed in such lists or schedules do not, or will not after the lapse of the period 
specified, have sufficient administrative, legal, research, or other value to warrant 
their continued preservation by the United States Government: Provided, That 
the Archivist shall not submit to Congress lists or schedules of records of any 
existing agency of the Government in his legal custody without first having 
obtained the written consent of the head of such agency. 

The Archivist may also submit to Congress, together with recommendations 
of the National Archives Council with respect thereto, and at such times as he 
may deem expedient, schedules proposing the disposal, after the lapse of speci- 





* Secs. 4, 6, 7, and 12 appear as amended July 6, 1945, 
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fied periods of time, of records of a specified form or character common to several 
or all agencies that either have accumulated or may accumulate in such agencies 
and that apparently will not, after the lapse of the periods specified, have suffi- 
cient administrative, legal, research, or other value to warrant their further 
preservation by the United States Government. 

Sec. 5. Whenever the Archivist shall submit lists or schedules to Congress, 
it shall be the duty of the presiding officer of the Senate to appoint two Senators 
who, with the members of the Committee on the Disposition of Executive 
Papers of the House of Representatives, shall constitute a joint committee to 
which all such lists or schedules shall be referred, and the joint committee shall 
examine such lists or schedules and submit to the Senate and House of Repre- 
sentatives, respectively, a report of such examination and its recommendations. 

Sec. 6. If the joint committee reports that any of the records listed in a list 
or schedule referred to it do not, or will not after the lapse of the period specified, 
have sufficient adininistrative, legal, research, or other value to warrant their 
continued preservation by the Government, the Archivist shall notify the agency 
or agencies having such records in their custody of the action of the joint com- 
mittee and such agency or agencies shall cause such records to be disposed of in 
accordance with regulations promulgated as provided in section 2 of this Act: 
Provided, That authorizations granted pursuant to schedules submitted under 
the last paragraph of section 4 of this Act shall be permissive and not mandatory. 

Sec. 7. If the joint committee fails to make a report during any regular or 
special session of Congress on any list or schedule submitted to Congress by the 
Archivist not less than ten days prior to the adjournment of such session, the 
Archivist may empower the agency or agencies having in their custody records 
covered by such lists or schedules to cause such records to be disposed of in 
accordance with regulations promulgated as provided in section 2 of this Act. 

Sec. 8. Whenever it shall appear to the Archivist that any agency has in its 
custody, or is accumulating, records of the same form or character as any records 

f the same agency previously authorized by Congress to be disposed of, he may 
empower the head of such agency to dispose of such records, after they have been 
in existence a specified period of time, in accordance with regulations promulgated 


is provided in section 2 of this Act and without listing or scheduling them 
Sec. 9. Records pertaining to claims and demands by the Government of the 

[ ed States or against it, or to any accounts in which the Government of the 

T ted States is concern 1, either ag debtor or creditor, sl all not he dis sed of by 


visions of sections 6, 7, and 8 of this Act, until such claims, demands, and accounts 
have been settled and adjusted in the General Accounting Office, except upon the 
written approval of the Comptroller General of the United States. 

Sec, 10. Whenever the Archivist and the head of the agency that has custody 
{ n shall jointly determine that any records in the custody of any agency of 
the United States Government are a continuing menace to human health or life 
or to property, the Archivist shall cause such menace to be eliminated immediately 
by whatever method he may deem necessary. If any records in the custody of 
the Archivist are disposed of under this section, the Archivist shall report the 
disposal thereof to the agency from which they were transferred. 

S 11. At any time during the existence of a state of war between the United 
and any other nation or when hostile action by a foreign power appears 
imminent, the head of any agency of the United States Government may authorize 
truction of any records in his legal custody situated in any military or 
naval establishment, ship, or other depository outside the territorial limits of 
continental United States (1) the retention of which would be prejudicial to the 
interests of the United States or (2) which occupy space urgently needed for mili- 
tary purposes and are, in his opinion, without sufficient administrative, legal, 
research, or other value to warrant their continued preservation: Provided, That 
within six months after the disposal of any such records, the official who directed 
the disposal thereof shall submit a written report thereon to the Archivist in 
which he shall describe the character of such records and state when and where 
the disposal thereof was accomplished. 


sk 12 Phe Archivist shall transmit to Congress at the beginning of each 


the head of any agency under any authorizations granted pursuant to the pro- 


ré ir session reports as to the records authorized for disposal under the provisions 
of section 7 of this Act and as to the records disposed of under the provisions of 
sections 10 and 11 of this Act 


Si I 


3. Photographs or microphotographs of any records made in compliance 
with regulations rated as provided in section 2 of this Act shall have the 
1e originals thereof would have and shall be treated as 
originals for the purpose of their admissibility in evidence. Duly certified or 


promuls 








same force and effect as 
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authenticated reproductions of ch photogr 
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EXHIBIT B 
H. Rept. » 41,8 ( 
DISPOSITION OF SuNpRyY P RS 

The joint select committee of the Senate and House f Representat 
appointed on the part of the Senate and House of Representatives and a 
compliance with the provisions of the t approved July 7. 1943 (57 Stat. 380 
as amended by the act approved July 6, 1945 (598 134 esp ! I 
to the Senate and Ho Is ol R pr entat tl at it I eq, a | eXal ned 
the report of the Archivist of he Ur 1 States N 54-11, dated April 7, 1954, 
to the 83d Congress, 2d session: submitt r the followir 1r schedules cover 
records proposed for disposal by the Government age licated 

Job No. A W h A 
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I-NNA-924 ] \ \ 
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I-NNA-10 Depart LI A109 \ 
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I-NN 1032 ep ‘ State II-NNA ) 

I-NN 53 NNA 

I-NNA-103 ( al Se A i I I \ 
I-N N A-10388 D> ‘ I t-8 
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Your committee reports that the records proposed fo sposal in the said lists 
or schedules reported by the Archivist of the United Stat lo not, or will not 
after the lapse of the period specified, have suthicient ad nistrative, legal, re 


search, or other value to warrant their continued preservation vy the Gover! 
and recommends that their disposal be accomplished subject to the proviso of 
section 6 and the provisions of section 9 of the aforementioned act, as amend 
Respectfully submitted to the Senate and House of Representati\ 
( W BISHOP, 
I. DWARD A, GARMATZ, 
Members o e Part of the Ho 
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EXHIBIT C 
“TITLE V—FEDERAL RECORDS 
“SHORT TITLE 
“Sec, 501. This title may be cited as the ‘Federal Records Act of 1950’. 


CUSTODY AND CONTROL OF PROPERTY 


“Sec. 502. The Administrator shall have immediate custody and control of 


the National Archives Building and its contents, and shall have authority to 


esign, construc purchase, lease, maintain, operate, protect, and improve 


buildings used by him for the storage of records of Federal agencies in the District 
of Columbia and elsewhere 


“NATIONAL HISTORICAL PUBLICATIONS COMMISSION 


“Sec. 503. (a) There is hereby created a National Historical Publications 
Commission consisting of the Archivist (or an alternate designated by him), who 


shall be Chairman; the Librarian of Congress (or an alternate designated by him); 
one Member of the United States Senate to be appointed, for a term of four years, 
bv the President of the Senate one Member of the House of Representatives to 


be appointed, for a term of two years, by the Speaker of the House of Representa 





tives; one representative of the judicial branch of the Government to be appointed, 
for a term of four vears, bv the Chief Tustice of the United States; one repre senta- 
tive of the Department of State to be appointed, for a term of four years, by the 
secret V or State me represt ( 
pointed, for a term of four y 

tl \inerican H rl : 

assoclatior ( vh sh ( 

l 1 ter ol nre vea}r t 





Ce t he ar inted bh ha } 
~ a I tial ft ( ) uT 
t r su $80 D pp 
( unnually and on eall ¢ 
I Any person appoil 1 t 
mission si all be appointed only 
| ent shall be made in the same manner in which 


horized to appoint, without reference to the 
lic Law 429. Sist Cor roved October 28, 





1949), an executive director and such editorial ar as the Commission 





eri 
iv determine to be necessar' Members of the Commission who represent any 
branch or agency of the Government shall serve as members of the Commission 
without additional compensation All members of the Commission shall be 
reimbursed for transportation expenses incurred in attending meetings of the 
Comn on, and all such members other than those who represent any branch 
r agency of the Government of the United States shall receive in lieu of sub- 
stence en route to or from or at the place of such service, for each day actually 


spent in connection with the performance of their duties as members of such 


Commission, such sum, not to exceed $25, as the Commission shall prescribe 

d) The Commission shall make plans, estimates, and recommendations for 
such historical works and collections of sources as it deems appropriate for printing 
or otherwise recording at the public expense. The Commission shall also co- 
operate with and encourage appropriate Federal, State, and local agencies and 
nongovernmental institutions, societies, and individuals in collecting and pre- 
serving and, when it deems such action to be desirable, in editing and publishing 
the papers of outstanding citizens of the United States and such other documents 
as may be important for an understanding and appreciation of the history of the 
United States. The Chairman of the Commission shall transmit to the Admin- 
istrator from time to tin and at least once annually, such plans, estimates, and 


ymmendations as have been approved by the Commission. 


EDERAL RECORDS COUNCIL 


Be 504 Che Admit trator shall establish a Federal Reeords Counc 
and shall advise and consult with the Council with a view to obtaining it 





s advice 


assistance in carrying out the purposes of this title. The Council shall include 





5 ether hic 


asain. 
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representatives of the legislative 

















) ‘ al 
ment in such number as the Ad rator st 
shall include at le ast four represe es ( t} 
representatives of the judicial bran¢ and at 
executive branch Members of ( ( re 
shall be designated, in equa umber, by the 
Speaker of the House of Representatives, resp 
representing the judicial branch sha e de 
United States. The Administrat« author 
by the head of any executive agent cerned 
from such agency to serve as he f ( 
shall serve without compensat it sl Y 
penses actually incurred in the performance o 
Council. The Council shall elect a chairmar 
and shall meet at least ones 1A 
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acer of a . 
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{ removed 
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} Pre That 1 f 
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or sur ( in accorda 
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mission of evidence of need there ) reta 
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current iness; (2) cooperation with the Administrator in applving standards 
procedur and techniques designed to improve the management of records, pro- 
mi ‘ enance and security of records deemed appropriate for preserva 
i f ate ! Ol nd di sal of records of temporary valu 
a W he provisic of this t and the regulations issued 
Wher he ead of a Federal a vy determines that substantia 
economies I ! 1 opera ( e} in be effected thereby e shall pre 
le for race, processing, and servicing of records that are a >propriate 
t efor aT rds center maintained and operated by the Admi trator o7 
roved the Ad istrator Suc » ¢ ter maintained a operated 
! he head of h Feder 
“Cd Ar official of t (rove ment who is authorized to certify to facts on the 
basis of ree 1 to s hereby authorized to certify to facts on the : 
of recor th: } er transferred him or his predecessors to the 
\ 1 
| head of eac Federal ager ill ¢ ablish such safeguards against 
( oval ) f records as he shall deter to be necessary and as may f 
ed b ua ol I Administrator suc feguards hall includ 
I | nown to all officials and employees of the agency (1) that no record 
in the custody of the agency are to be alienated or destroyed except in accordance 
\ e p of the Act approved July 7, 1943 (57 Stat. 380 a 
amended July 6, 1945 9 Sta 134), and (2) the per s provided by law f 
the iwful removal « d truction of record 
The head of each Federal agency hall notify the Administrator of an 
actua pend or threatened unlawt removal, defacing, alteration, o1 
d of 1 Is the custody of the ageney of which he is the head tha 
sl Ce to | attention, and with the assistance of the Administrator all 
ll e action through the Attorney General for the recovery of records he kno 
( I reaso oO believe hay me 1 unlawfully ret ed from hi iwwenc\ r fror 
al ther Federal agency wh« records have been transferred to his legal custod 
Nothing in this title shall be construed as limiting the authority of the 
( DD r Cie ral of the I ited States itl respect to prescribing account 
s ( f und procedure or lessening the responsibility of collecti and 
disbursing officers for renditix of their accounts for settlement by the General 
Ac { Offices 
ARCHIVAL ADMINISTRATION 
Sec. 507 a) The Administrator, whenever it ippears t him to be in tl 
pul est, is hereby authori 
1) to accept for deposit the National Archives of the United Stat 
record I i I’ leral aie 1c \ or ol the Cor ress ot the l I t¢ 1 st ule 
that are determined by the Archivist to have sufficient historical or other 
value to warrant their continued preservation by the United States Gov 
trie b> 
2) to direct and effect, with the approval of the head of the originating 
as the existence of such agency shall have been terminated, thet 
\ proval of his suecessor in function, if any), the transfer of records 
dep r approved for deposit) with the National Archives of the United 
Stat lic or educational institutions or associations: Provided, That 
tl ich records shall remain vested in the United States unle 


oth se authorized by Congress; and 
ct and effect the transfer of materials from private sources 

authorized to be received by the Administrator by the provisions of subsectior 

e) of this sectior 

t Che Administrator sha 
drawal of records transferred to him: Pro ided, That whenever any records the 
use of which is subject to statutory limitations and restrictions are so transferred, 
1 restrictive statutory provisions with respect to the examination 
h records applicable to the head of the agency from which the records 
were transferred or to the employees of that agency shall thereafter likewise be 
applicable to the Administrator, the Archivist, and to the employees of the 
General Services Administration, respectively: Provided further, That whenever 
the head of any agency shall specify in writing restrictions that appear to him to be 
necessary or desirable in the publie interest, on the use or examination of records 
being considered for transfer from his custody to the Administrator, the Adminis- 
trator shall impose such restrictions on the records so transferred, and shall not 





ll be responsible for the custody, use, and with- 











nt 


canis 0 ie 
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remove or relax such restrictions without the concurrence in wr f the ad of 
the agency from which the material shall have been transferr¢ I e existence 
of such ageney shall have been terminated, then he shall not remove or relax such 
restrictions without the concurrence of the successor in funetis f anv. of such 
agency head): Provided, however, That statutory and other restrictions referred 
to in the provisos of this subsection shall not remain in force or effect after th 
records have been in existence for fift ears unless the Admit trator order 
shall determine with respect to specif vodies of records ch restrictions 
shall remain in foree and eff« for a longe eriod | her, That 
restrictions on the use or examination of record le} 1 with the Nationa 
Archives of the United State ( tofore impos and ‘ bores effect 
under the terms of section 3 of the National Archives Aet, approved June 19, 1934 
shall continue in foree and effect regardless of the expiratic f the te re of office 
of the official who imposed them but mav be removes relaxed bv the Ad ' 
trator with the concurrence in writing of the ead of t arene fect ; 
material has been transferred (or if the existence of sucl ‘ \ ill ha 
terminated, then with the concurrence in writing of his sucee f tie f 
any 

~ The Administrator sha ake provisions for the reservation iwrange 
ment, repair and rehabilitatu luplication and rept ( ( I re 
copy publications), description, al x b ( of reco 5 tral er as 
mav be needful or appropriate, including the preparation and publieation of 
inventories, indexes, catalo and her finding a es fa at heir 
use; and, wh app ed by the National Historical Public ons Com he 
mav also publish sue torical wor and collections of ces as st ppre 
priate for } I ey Ce ng at the public ‘ ( 

Sd Th or shall ma Suc rovislo! i rN ntain sue i es 
as he deems necessary or desirable fo rvicing recoras in |! custody t rt ar not 
exempt from examination bv statutory provisions or restrictions 

‘‘(e) The Administrator may accept for deposit 

1) the personal papers and other personal historica fjocumentarv ma- 
terials of the present President of the United States, | ( rs, | 1 f 
executive department and sue her flicials of (y ( Iri¢ : ( 
President may designate, offered for deposit under r ctions respecting 
their use specified in writing by the prospective depositors: Provided, That 
restrictions so specified on such materia oY I port thereof. accepted 
by the Administrator for ch deposit sha have foree a effeet dur the 
ifetime of the deposito or for a perioa m exe v-five irs 
vhichever is longer, unless soon terminat i | ng Vv tne le ( I 
his legal heirs: And pro further, That the Are etermines that the 
materials accepted for such deposit will have cont orical or other 
Val les 

2) motion re films, st pietures, and sound recor gs from } ite 
sources that ar ropr for preservatiol v the Government as « lence 
of its organization, funct ons, policies, aeeisions, procedure ar tl | 

Title to materials so deposited under this subseetion shall pa and vest ll ( 
United States 

“(f) The Administrator is hereby authorized to make and preserve mot 
picture films, still pictures, and sound recordings perta to and illustrat 
of the historical development of the United States Govern nt and its activitie 
and to make provisions for preparing, editing, titling, scoring, processing, duplicat 
ing, reproducing, exhibiting, and releasing for nonprofit educational purposes 
motion-picture films, still pictures, and sound recordings s custody 

“REPORTS 

“Sec. 508. (a) The Administrator is hereby authorized, whenever he deems it 
necessary, to obtain reports from Federal agencies on their activities under the 
provisions of this title and the Act approved July 7, 1943 (57 Stat. 380-383), as 


amended July 6, 1945 (59 Stat. 434 


“‘(b) The Administrator shall, whenever he finds t 
title have been or are being violated, inform in writing 
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hat ar 


t} 


e 
l 


concerned of such violations and make recommendations 
correcting them. Unless corrective measures satisfactory 
are inaugurated within a reasonable time, the Administrator 


written report thereon to the President and the Cong 


ress 


regarding 


to 








the 


Ad 


shall 


provisions of this 


ad of 


the agency 


means ol 


ministrator 
submit a 
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GAI TA OF REPRODUCTION 


henever any records that are required by statute to be retained 
en reproduced by photographic, microphotographic, or other 
ne with standards established by the Administrator, the 
indefinite retention of such photographic, micre photographic, or other reproduce- 





indefinitely have 


proce es, In accor 


tions will be deemed to constitute compliance with the statutory requirement 
for the indefinite retention of such original records Such reproductions, as well 
reproductions made in compliance with regulations promulgated to carry out 
this title, shall have the same legal status as the originals thereof. 
‘“(b) There shall be an official seal for the National Archives of the United 
States which shall be judicially noticed. When any copy or reproduction, fur- 


nished under the terms hereof, is authenticated by such official seal and certified 


by the Administrator, such copy or reproduction shall be admitted in evidence 
equally with the original from which it was made. 

c) The Administrator may charge a fee not in excess of 10 per centum above 
the costs or expenses for making or authenticating copies or reproductions of 
materials transferred to his custody. All such fees shall be paid into, administered, 
and expended as a part of the National Archives Trust Fund provided for in sec- 
tion 5 of the Act approved July 9, 1941. There shall be no charge for making or 
authenticating copies or reproductions of such materials for official use by the 
United States Government: Provided, That reimbursement may be accepted to 
cover the cost of furnishing such copies or reproductions that could not otherwise 
be furnished. 

“LIMITATION ON LIABILITY 


“Src. 510. With respect to letters and other intellectual productions (exclusive 
of material copyrighted or patented) after they come into the custody or possession 
f the Administrator, neither the United States nor its agents shall be liable for 
any infringement of literary property rights or analogous rights arising thereafter 
out of use of such materials for display, inspection, research, reproduction, or other 
purposes. 


“DEFINITIONS 


“Sec. 511. When used in this title 
a) The term ‘records’ shall have the meaning given to such term by section | 
f the Act entitled ‘An Act to provide for the disposal of certain records of the 
United States Government’, approved July 7, 1943 (57 Stat. 380, as amended 
14U.S. C. 366 
‘(b) The term ‘records center’ means an establishment maintained by the 
(Administrator or by a Federal agency primarily for the storage, servicing, security 


and processing of reeords that must be preserved for varying periods of time and 


t be retained in office equipment and 
( Che term ‘servicing’ means making available for use information in records 
and other materials in the custody of the Administrator 
(1) by furnishing sueh reeords or other materials, or information from 
such records or other materials, or copies or reproductions thereof to agencies 


of the Government for official use and to the public; and 


2) by making and furnishing authenticated or unauthenticated copies 
or reproductions of such records and other materials; 

d) The term ‘National Archives of the United States’ means those official 
records that have been determined by the Archivist to have sufficient historical 
or other value to warrant their continued preservation by the United States 
Government, and have been accepted by the Administrator for deposit in his 
custody; 

(e) The term ‘unauthenticated copies’ means exact copies or reproductions 
of records or other materials that are not certified as such under seal and that 
need not be legally accepted as evidence; and 

“(f) The term ‘Archivist’ means the Archivist of the United States.” 
Sec. 7. The Federal Property and Administrative Services Act of 1949 is 
further amended by 
(a) striking out the word “and” preceding ‘‘(2)’’ in subsection (d) of section 

3 thereof; substituting a semicolon for the period at the end of said subsection; 

and adding at the end of such subsection the following: ‘and (3) records of 

the Federal Government.”’; 
(b) striking out, in section 208 (a) thereof, the expression ‘and V’’, and 

inserting in lieu thereof the expression “‘V, and VI’; 
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(c) striking out, in section 208 (b) thereof, the expression “and V’’, and 
inserting in lieu thereof the expression ‘‘V, and VI 

(d) striking out the word “and’’ at the end of paragraph (30) of sectior 
602 (a); striking out the period at the end of paragraph (31) of section 602 
(a) and inserting in lieu thereof a semicolon; and adding at the end of section 
602 (a) the following new paragraphs 

(32) the Act entitled ‘An Act to establish a National Archives of the 
United States Government, and for other purposes’, approved June 19, 1934 


(48 Stat. 1122-1124, as amended; 44 U.S. C. 300, 300a, 300c—k); and 
““(33) section 4 of the Act of February 3, 1905 (33 Stat. 687, as amended; 
&U.8, ©. 77).” 
(e) amending subsection 602 (b) and (c) thereof to read as follows: 
“‘(b) There are hereby superseded 
“(1) the provisions of the first, third, and fifth paragraphs of section 1 of 
Executive Order Numbered 6166 of June 10, 1933, insofar as they relate t 
any function now administered by the Bureau of Federal Supply except func- 
tions with respect to standard contract forms; and 
sections 2 and 4 of the Act entitled ‘An Act to provide for the disposal 
of certain records of the United States Government’ approved Julv 7. 1943 
(57 Stat. 381, as amended; 44 U.S. C. 367 and 369), to the extent that the 
provisions thereof are inconsistent with the provisions of title V of this Act 
‘(e) The authority conferred by this Act shall be in addition and paramount 
to any authority conferred by any other law and shall not be subject to the pro- 
visions of any law inconsistent herewith, except that sections 205 ‘(b) and 206 (e 
of this Act shall not be applicable to any Government corporation or agency whic 
is subject to the Government Corporation Control Act (59 Stat. 597; 31 U. S.C 
841).” 





(f) amending paragraphs (17), (18), and (19) of section 602 (d) thereof t 
read as follows: 

(17) the Central Intelligence Agency; 

**(18) the Joint Committee on Printing, under the Act entitled ‘An Act 
providing for the publie printing and binding and the distribution of publi 
documents’ approved January 12, 1895 (28 Stat. 601), as amended or al 
other Act; or 

(19) for such period of time as the President may specify, any other au- 
thority of any executive agency which the President determines within one 
year after the effective date of this Act should, in the public interest, st 
unimpaired by this Act.” 

(gz) striking out the period at the end of section 603 (a) thereof and insert- 








and 


ing in lieu thereof a comma and the following: “including payment in advance, 
when authorized by the Administrator, for library memberships in societies 
whose publications are available to members only, or to members at a price 


lower than that charged to the general public.” 

Sec. 8. (a) Subsection 3 (b) of the Federal Property and Administrative Serv- 
ices Act of 1949 is amended to read as follows 

“(b) The term ‘Federal agency’ means any executive agency or any establish- 
ment in the legislative or judicial branch of the Government (except the Senate, 
the House of Representatives, and the Architect of the Capitol and any activitie 
under his direction 

(b) Section 201 (b) of the Federal Property and Administrative Services Act of 
1949 is amended by striking out the expression ‘‘or the Senate, or the House of 
Representatives,’’. 

(ec) Section 602 of the Federal Property and Administrative Services Act of 1949 
is amended by redesignating subsection (e) thereof as subsection (f), and inserting, 
immediately after subsection (d) thereof, the following new subsection: 

““(e) No provision of this Act, as amended, shall apply to the Senate or the 
House of Representatives (including the Architect of the Capitol and any building, 
activity, or function under his direction), but any of the services and facilities 
authorized by this Act to be rendered or furnished shall, as far as practicable, 
be made available to the Senate, the House of Representatives, or the Architect 
of the Capitol, upon their request, and, if payment would be required for the 
rendition or furnishing of a similar service or facility to an executive agency, pay- 
ment therefor shall be made by the recipient thereof, upon presentation of proper 
vouchers, in advance or by reimbursement (as may be agreed upon by the Ad- 
ministrator and the officer or body making such request). Such payment may be 
credited to the applicable appropriation of the executive agency receiving such 
payment.” 
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Src. 9. The Federal Property and Administrative Services Act of 1949, section 
205 (h), is hereby amended by striking out the last word of thc sentence ‘“‘title’’ 
and inserting in lieu thereof the word ‘‘Act”’ 

Sec. 10. (a) Whenever any contract made on behalf of the Government by the 
head of any Federal Agency, or by officers authorized by him so to do, includes a 
provision for liquidated damages for delay, the Comptroller General upon recom- 
tion of such head is authorized and empowers d to remit the whole or any 
part of such damages as in his discretion may be just and equitable 

b) Section 306 of the Federal Property and Administrative Services Act of 
1949, is hereby repealed, and this section shall be effective as of July 1, 1949 

Sec. 11. All laws or parts of laws in conflict with the provisions of this Act or 
with any amendment made thereby are, to the extent of such conflict, hereby 
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proved September 5, 1950 


Exutsir D 
Hatt or Recorps, 
Innapo . Ma 4 29, 1953 
To A State ge n 





Che general assembly of into LW acts of 1953 136 
requirement that each State ag | establish a continuing program for the 
economical and efficient manag its records Under the same act the 
responsibility for guiding and advancing the program was placed with the hall of 
records commissior \ copy of the law is attached 


Recognizing the importance of the records maz program, the hall of 





recora COMMISSION has estabiul hed the re cords ha ment divisio1 un ler the 





general direction of the archivist and under the immediate supervision of the 
newly created position of assistant records administrator. On Ji I 
Kdward N. Johnson was appointed to this post 





Che recent survey by Records Engineering Inc., has highlight 
ed for immed i 





ate attention to records administration in the State and it is 

» desire of this office to render every possible assistance to the agencies of the 
State in solving their records problems, The staff of the records management 
division will visit personally each State office and discuss its pr 


the size of the staff is necessarily very small, it will require a little time before 


rram but. since 





these discussions can be completed Visits will be made as soon as possible In 
the meantime each office is urged to develop, to the fullest ext« 


‘I , 
is management and disposal program, bearing in mind the need for 


it possible its 
Ow! recor< S 
prior approval before any record materials are destroyed 

From time to time, the records management division will issue instructions 
and recommendations to assist the agencies in the management of their records. 
Should questions arise while preparing and administering the agency records pro- 
gram, the records management division will be pleased to offer any needed assist- 





Sincerely yours, 


Morris L. Raporr, Archivist 


CHAPTER No. 436 


AN ACT To repeal Section 156 of Article 41 of the Annotated C¢ 


ol i 1951 Edition), title ‘‘Gov- 
ernor—Executive and Administrative Departments’’, subtitl 


ds Commission,” and to 











enact it 1 new section to said Article to be known as Sec and stand in the place 

1 m so repealed, providing that every State A t + continuing pro- 
gral " snagement of its records, and for the disposal of its records, and further provi that it 
hall be the duty of the Hall of Records Commission to supervise said management and disposal and to 


review and make recommendations concerning said management 


SecTion 1. Be it enacted by the General Assembly of Maryland, That Section 156 
of Article 41 of the Annotated Code of Maryland (1951 Edition), title ‘Governor 
Executive and Administrative Departments’’, subtitle ‘‘Hall of Records Com- 
mission’’, be and it is hereby repealed, and that a new section to be known as 
Section 156 of said Article, be and it is hereby enacted in lieu thereof and all to 
reads as follows 


156 
a) It shall be the duty of each State agency to develop a continuing program 


for the economical and efficient management of its records, including the establish- 
ment and/or revision of record retention schedules, in order to insure prompt and 
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am‘ 
orderly disposal of records not required by the operation f the agent Prior 
to becoming operative all such retention schedules 1 receive the approva 
the Hall of R cords Commissio1 but schedule prov ding for the destructior 


records must also receive the written approval of the Board of Public Work 
b) It shall be the duty of the Hall of Records Com: ion to further the afore- 


said program; to inspect the records and records management practices of 
State agencies, boards, and commissions; to review proposals for the purchase 
or rental of record equ pment, storage spac and services; l ling the micro- 
filming and photocopying of records, and to make reco endations thereon to 


the Department of Budget and Proc irement or to the Board of Put ( Works, as 
appropriate, 
Src, 2. And be it further enacted, That this Act shall take effect June 1, 1953 
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ExHIBIT E 







romm Hmm | REQUEST POR RECORDS RETENTION SCHEDULE . 
eames To be Submitted to the Records Menegement Division | 
Hell of or 


Onentaian Hall of Records Commission 


1 Requesting Agency 


COMM] SSIOWER OF 


2. Division or Bureau of Requesting Agency 
RATE DIVISION 





PATLYAYS 








3 Authorization Requested (Check only one of the squares below) 































c 
a Dispose of present occumulation. No 8 Establish retention schedule for re- ) Microfilm and destroy original 
| thor umulation is antici cords for which there is o continuing Onginals «f not mitrotiiimed would t 
ted & 4s hove ceased to hove volue eccumulation. The records will cease to retained for the period of time indicated. 
to worront retention hove volue to worront their retention after 
the period of time indicoted 
4 —s. i - a Description of Records 6 Recommendatice 
if Describe records accurately Include title, form number, size of documents, of Hall of Records 
stem | work or activity to which the records relate, inclusive dates, and quantity and Board of Public 
Nc | (cubic or linear feet) Show recommended retention period Works 
l. RAL 
This file consi f correspondence (mostly 62" x 11") with 
interstate, ty and cipal agencies, other state and federal 
ur;encies, civic groups, individuals, private businesses, etc. It 
relates to the functions of the Division in regulating rates charged 
by the Irtem ysten between varicus points. The 
material is filed alphabetically by name of correspondent. It oc= 
(15 cubic feet) for the years 1947 to date in the 
25 drawers (37 cubic feet) in the basement store- 
t ice Building, Raltimore) for the years 1930 throurh 
19L6 = & total of 52 cubic feet. Approximately 5 cubic feet will 
e disposed of upon approval of this schedule. The nual rate of 
accurmlation is 2 drawers (1) cubic feet). 
MCOMIENDATION: Retain for 3 years after creation or receipt and 
then destroy. 
20 RATE FOLDER 





A rate folder is maintained for each rate area of the Interurban 
Railway System. The contents of the folders consist of one or more 
of the following documents: 


Form CIR-1 (83" x11") Rate Application. This is the 
T the 


original application of the Railway for approval 


of their proposed rate. It was made at the time a 
particular area began operations. 


Form CIR-2 (84" x 11") Rate Approval. This is a transmittal 
a indicatin = that the rate application noted on 
this form was maneved by the Commissioner. 


Form CIR=lb (84" x 14") Change in Rate Application. This is 








7 Agency, Division or Bureau Representative 
Ak) os 
, ; >< ~ Administrative Assistant _.__January 4, 1954 

















Title te 
Schedu e Aut , nm ¢ 6 by Holl of Dispose! Authorized as Indicated «n Col. 6 by Board of 
Records Commrssion Public Works. 
a Archivist Dote «Secretory 
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— REQUEST FOR RECORDS RETENTION SCHEDULE 
Well of Reseed (Continuation Sheet) 
 aptonetimate 
5. Description of Records 
4. Describe records accurately. include title, form number, size of documents, 
= work or activity to which the records relate, inclusive dates, and quantity 












(cubic or linear feet). Show recommended retention period 


a form similar to Form CIR-l, Rate Application and 
serves the same purpose. 







Form CIR-10 (84" x 11") Notice of Hearing. This form indi- 
cates the time and place, requesting body or indi- 
vidual and subject of hearing. Attached to each 
form is a list of individuals, government agencies, 
civic groups and other interested persons to whom 
the Notice of Hearing has been mailed. All mater= 
fal relating to the hearing and a transcript of the 
proceedings are in the Hearing File (Item 5 of Re- 
cords Retention Schedule No. 107). 







Other materials included in the folder are: 


Occasional correspondence 
Interoffice Memorandums 












These folders are filed by county and municipality and then numeri- 
cally by rate area. These records are necessary as long as the 
rate area remains operative. There has been no occasion to refer 
to any of the records of an inoperative rate area after a period of 
S years from date area ceased to operate. In instances where the 
rail system has been displaced by motor bus service, a new file has 
been established. (Motor Transit Division) A copy of each of the 


above forms is also filed with the Clerk of Court for the county in 
which the rate area is located. 





Form CIR-10, Notice of Hearing, mst be retained for not less than 
3 years (art. 200, sec. 38, 1951 Code). 


The rate folders occupy 9 drawers (134 cubic feet) actively for the 
years 1930 to date. The inactive (inoperative areas) material in 
the basement storeroom is in boxes and occupies 15 cubic feet for 
the period.1930 to date. The material in this file accumlates at 
an annual rate of 14 cubic feet. Approximately 10 cubic feet of re= 
cords will be disposed of upon approval of this schedule. 















OMMENDATION: Withdtaw folder from active file at the time the 


te area ceases to operate; retain folder in inactive file for five 
and then destroy, 


at 


Arerves 


_ 3 


6. Recommendatio 
of Hall of Records 
and Board of Publix 
Works. 
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EXHIbIT G 
WR-RM 10 (12-1-53) 
Hall of Records Com, 
RECORDS ANALYSIS SHEET 
AGENCY 


“TITLE OF RECORD (Or File) 









LOCATION 





TYPE OF RECORD Cl. 
_ _jCese File 


[ ia res 

[ ] }Form (A 
___J Report 

ae 


= (Operational 
Tabulation Pe 
Vorksheet 


a Card CJ 





IDENT © DATA (Physical) 
Form No. Size Title 


IFYIt 


iit 








3 


USE (Activity, Function, Program) 





DUPLICATION IN AGENCY OR OTHER STATE AGENCIES (Copies Or Content including microfilm) 


RESTRICTIONS AFFECTING DISPOSAL (Ardit Requirements, Statutes, ¥tc.) 
















TOTAL z TYPE NO. CONDITION RECOMMENDED DISPOSITION 
v Q ee ee a ae ED 
0 U 
L To Be Disposed Of I 
U P 
ee M 
EB Annual Accumulation|F 
N 
REMARKS _ 





RECOMMENDA TION 


[SIGNATURE AND DATE 





